L#HES
*ﬁ ZE E E t‘& E ﬁ 4'-[.; *& Announcement No. F1SC-26-09
S&EMIA:
VACANCY ANNOUNCEMENT Closing Date 21Jul 09
£478:
Date of Issue 8.Jul09
158584 Job title (ZF#k Grade 5 /FFHH LAD_3 ) HE A | 4. B EHB Area of Consideration
Administrative Specialist #10 N o et | 23 B MLCIHARERE (BRERA)
(EEEanH&) Current MLC/IHA Em/[‘)loyee=W|Eh|rLAC|V|ty
) X 3] MLC/IHA it X & B EIE M)
SEEATRE L T ALk Acceptable trainee level: 1-4 14 Current MLC/IHA Employee in commuting distance
EXEED L] HaexR Ll R&% L E&R [l R MLCIHARREE(RTEBXE)
Administrative  Blue Collar Trade Security Medical Current MLC/IHA Employee Japan Wide
2.5RBX Activity [] 4}88 Off Base Applicant
U.S. Fleet and Industrial Supply Center, Yokosuka
Industrial Support Department (Code 500) 5. EFADTELE Type of Employment
E)FEIZ AT Working Place: #7853 ;48T Tomari-cho, Yokosuka X MLC
3. £ FE B R work Schedule (38_ 40 BRI HIhraw ) O] IHA CIHPT
£77% 8 Work Days: Monday - Friday [X] ‘& B Permanent
ENFERERT - /KB Work Hours/Recess Period: 0800-1645/1200-1245 ] BRZE Limited Term ( __» A Months )
L] % &h Night Shift X 7% Overtime X] Hi3k Business Travel

6. B # RN A Duties
See attached

7.8 EH  BEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work or completion of 4-
years college/university in a related field.

b. Knowledge of policies, regulations and procedures governing administrative process of document, administration of data, Navy
correspondence.

c¢. Knowledge of Navy Enterprise Maintenance Automated Information System (NEMAIS)

d. Knowledge of preparing TAD requests, muster report, time and attendance sheet, and uniform requests.

e. Skill in operating personal computer such as Microsoft Word, Excel and Access.

f. Ability to interpret regulations and to establish internal procedures.

g. Ability to speak, read and write English at fluent proficiency level (LAD-3)

* An applicant who does not fully meet the qualification requirements stated above may be considered at grade 1-4 level as below.
a. One year of clerical, technical, or administrative work experience in any field or completion of 4-years college/university in any
field.

* A handicapped applicant may be accepted, depending on the degree and kind of disability.

FEE J7 English Language Proficiency : [ WAZEZL L None [_|#0#Kk Basic [ @ #& intermediate D L #% Advanced [ J45EXDEEH

Exceptional
2P Educational Background : N/A | REFEL1& T &L License/Certificate Required : N/A
%3 97
8.4 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 7% i 3 FR#E Application for Vacancy Announcement

*[X] PR R EE Resume of Specialized Work Experience

*MEEAIL Complete * in [] BZEE T Japanese [X] #EET English [] &5 5 T4 Either
X HEDREHZIBATSHD (FL) Anything to certify English Proficiency (Copy).

X80 HUIF BT L. BHEEDEHEES -ERT- KL ZE LV -IRIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BARZUNDA L. HEANBEIR VSR KR— /AEFED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy




9. WESHEIRHSL Office to Submit

AE R MLCIIHABERR) &M (EREXRR) TR, REHANBVET . LEVEREYZ SR Z DLV,
BERHLTTEL.,. EXMHUIAZE. (HRO BRANERRYT— FEBHHY V2 —TORERMBIRHE LT
O0600K&Y, %206 0O OBFETIRIMAAETY ., )  Office to submit is different for Current MLC/IHA
Employees versus Off Base Applicants.  Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600 to 1800.):

GE®) LEER4ED “‘SRER" N MLC/IHAREXRRDADHZE., B GEREXR) Mo DEFELRITEH L
BYFFTDOTIIET S, Whenitem #4, “Area or Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. A (B MLC/IHAfEXER) &H 5 Current MLC/IHA Employees must submit to:
T238-0001 )| EfEZEE i AMT 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEBERBEEMBARAANERE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
AI#R/Extension 243-8152 JN Employment Division (N132)

2. 588 (JEGEER) RH%k Off Base Applicants must submit to:

T238-0011 #8551 RAZABE T RAVER 1-6 F#EIL 4B T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EIBEEFEEFHEEBBEBEE A (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

TEEEE = Phone 046-828-6959

Z{TEFRE - HEE—£82, 0830-1730 (HAMNDLRHE %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHEOCERIEZ 6 5IZHERBLEHE T &Ly, Please contact LMO/IAA for questions on conditions of
employment.

10. B For Official Use

GEETRE 2 E  Activity POC :  FISC Code 323 FE (DSN) 243-6489/9823
PD No.: FISC-500-002 PD is accurate and current. Certified by Activity: ha ‘ HRO: (6/30)mm7/7 ms 7/7

EEEEZmZLTOVEWMEE EBEDORRIZAHY EFtH A, Incomplete applications will not be considered.
RESNEEZHETEHIRL LFEEA Submitted applications will not be returned.

Rev: 10-31-06




Administrative Specialist #10, 1-5
TASK

1. Commits the Department on any administrative procedures, which interfaces with
another FISC or SRF department, division, or external organization. Studies, interprets
and applies requirements or instructions and establishes procedures on administrative
matter for internal division to follow. Provides interpreter services as required for the
conducting of departmental business when the use of Japanese language is required to
conduct routine business with internal and external customers.

2. Coordinates the scheduling of both SRF and FISC meetings, schedules, and projects as
required. Maintains a calendar of recurring meetings, reports and data requirements.
Coordinates all visits by personnel from U.S. and local government and private sectors
for lodging, méeting facilities and transportation arrangement.

3. Assists the Department Head in the preparation of budget plans and processing all
Departmental budget transactions via Navy Enterprise Maintenance Authomated
Information System (NEMAIS) compiles data and tracks requisitions with FISC’s

" comptroller to maintain financial integrity of the Department operations. Maintains
budge records. . ‘

4. Acts as departmental training coordinator and maintains and updates Individual
Development Plan record. Prepares and processes all applications for individual training
infotit of Japan for review and approval of the Department Head,

5. Performs various administrative duties such as; preparing TAD requests, preparing
muster report, time and attendance sheet, and typing letters and instructions from rough
drafts, processing uniform requests, mamtalmng office files, and initiates personnel
actions as appropriate. -

6. Performs other related or incidental duties assigned. -
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